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^ Welcome to the Processing Department! 

By looking over the following pages, which contain a brief outline 
of the history, organization, and functions of the Libraiy of Congress' 
largest department, we hope you will accpiiie a general understanding 
of the many* services the Processing Department provides to the Library 
of Congress itself and to other institutions throughout the world. They 
include the National Program for Accpiisitions and Cataloging, the 
Foreign Cuirencics Program, the Cataloging in Publication Program, 
the MARC Distiibution Service, the National Serials Data Program, the 
coo|>erative development of cataloging rules, standards for the automa- 
tion of technical processinj;, lists of subject headings, Library of Con- 
gicss and Dcwe\ Decimal classification numbers, printed catalog cauls, 
book catalogs and other pid)lications, leseaich in technical processes, 
pro\icling expeit advice and assistance through correspondence, insti- 
tutes and repiesentation at piofessional conferences, and many others. 
Because the depaitnient encompasses a wide \ariety of complex and di- 
veisified activities, this guide can offer only basic information. Hov^ 
ever, staff menibeis aie always pleased to provide more detailed infor- 
mation on particular aspects of the department's work. 

A list of the depaitment's curient publications is included at the 
back of this guide. 

Whether you are joining the Piocessing Department as a staff 
member or viewing it as a visitor, we hoix; your time here is both in- 
teiesting and lewarding. 



William J. Welsh 



Director 
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A BRIEF HISTORY 



Tile first Catalog Division of the Library of Congress was cre- 
ated by an act of Congress on Febriiai) 11), 1897, which reovgani/ed the 
Library and di\ided its sen ices into several divisions. The Processing 
Department is the lineal descendant of the Catalog Division and of the 
first Order Division of the l,il)ravy, which came into being under the 
appropriation act eirecti\e July L 190(). 

The Catalog Division cniginall) combined the functions of catalog- 
ing, classification, shelllisting, labeling, pioofreading, filing, and caul 
distribution. As these functions developed, the\ assumed individual hn- 
ix)rtance and independent status. The Card Division (now die Catalog- 
ing Distribution Service Division) made its initial appearance in 19M, 
the Classification Division in 1917, and the Cooperative Cataloging and 
(Classification Division in 1943. The Order Division was resix)nsible for 
purchasing books and handling ^ fts and exchanges except those with 
governments and cpiasi public bcxlies, which were handled by the Divi- 
sion of Doc uments. 

To cooidinate the cataloging and accfuisitions functions of the Li- 
brary, the Processing Department was established by a General Order 
dated June 28, 1910, Issuances later that \ear set up five divisions: Ac- 
cessions (the old Order Division renaiiiecl). Card, Catalog Preparation 
and Maintenance, Descriptive Cataloging^ ^ind vSul)ject Cataloging. 

In 1913 all of the units previously engaged in the selection and ac- 
quisition of materials (including the Accessions Division and part of 
^the Documeius Division), were regrouped as a separate Accpusitious 
Department. 

To secure economies in supervision, the Acquisitions and Process- 
ing Departments were meiged in 1947 under a single director with two 
assistant directors — one for acquisitions and one for cataloging. The 
combined depaitnient then contained nine divisions: Order, Exchange 
and Gift, Serial Record, De>(Mptive Cataloging, Subject Cataloging, 
('atalog Maintenance, Cau!, llnion Catalog, Binding (later transferred 
to the Administrative Department), and a Selection Office. 
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This organi/aiional paiicrn leinained basically unchanged until 
1968, by which time the giowth of the activities, lesponsibilities, and 
staff of the PicKessing Department had created a need for new lines of 
coniniMiiication and (ooidiiiation, (lonseciuently, in that year the de- 
partment was reorganized into three major funcjiional areas: acquisi- 
tions and overseas operations, cataloging, and piocessing services. Each 
area is headed by an assistant director who suixrvises and coordinates 
the activities of the divisions and offices under hini. Additional devel- 
opments inchided: 

1947. Cumulalive Crt/«/og, the first of the Library*s published cat- 
alogs in book fonn, is launched. 

1950. Books: Subjects, a companion to the Cinnuldtixfc Catalog, is 
published. 

1951. Publishes begin piinting Library of Congress catalog card 
numlxjrs in their books. 

Xao Serial Titles fnM appears. 

1953. Films and Music catalogs aie initiated as supplements to 
the catalogs of books. 

1954. The Library assumes the editing of the Dewey Decimal 
Classification. 

1956. Cumulative Catalog is expanded to include titles reported 
by other libraries and is renamed the Xational Union Cat- 
alog. 

1958-1959. Cataloging in Source exixjriment and National Union 
Catalog of Manuscript Collections live begun. 

1961. Public Law 480 (now Special Foreign Currency) Program is 
initiated. 

1965. The National Register of Microform Masters and the Reg- 
ister of Additional Locations are added to the department's 
list of publications. 

1966. Naticral Program for Atcpiisition and Cataloging (npac) is 
begun, Shared Cataloging Division is established; and An- 
notated ('aids Piogiam for chilchen's literatuie is intro- 
duced. 

1967. The National Union Catalog: Pre4956 Imprints is begun 
with the editing of the fiist entries. Technical Processes Re- 
search Office and Cataloging Instruction Office are estab- 
lished. 

1968-1970. Automation of Cataloging Distribution Service begins. 

marc: (Machine-Readable Cataloging) Editorial Division and 

.N[ARC Development Office aie established. 
197L A permanent Cataloging in Pul)lication Program is 

inaugurated. 

1974. Monographic Series and Library of Congress Name Head- 
ings; with References first appear. National Serials Data 
Program (nsdp) is transfened to the Processing Department. 

1975. Chinese Cooperative Catalog launched. 




and an annua! bud^^ei of over S3() million, consists of 17 organi/aiional 
units and 15 overseas olfiics. The activities of these divisions and offices 
encompass a wide vaiiety of ies|X)nsil)ilitics, including the acquisition 
and cataloging of materials added to the Library's collections and the 
distiihution of the residting bibliographic information in the form of 
magnetic ta|>es. pioofsheets, technical publications, published catalogs, 
and piinted cards to libraries and information centers throughout the 
world. 

Research and Development and Other Projects 

MAKC Development Office 

National Union Catalog Publication Project 

lechnical Puxesses Research Office 
Ac(|uisitions and Overseas 0{>erations 

Exchange and Gift Division 

Order Division 

Overseas Oi)crations Division 

Selection Office 
Cataloging 

Cataloging Instruction Office 

Decimal (Hassification division 

Descriptive (Cataloging Division 

MARC Editorial Division 

Shared (Cataloging Division 

Subject Cataloging Division 
Processing Services 

(Catalog .XfanageuKMU Division 

Catalog Publication Division 

Cataloging Distribmiou Service Division 

Seiial Record Division 
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FUNDING 

Funds for the Libiary, which iiichules the Processing Department, 
are appropriated by Congiess. Positions in the Processing Department 
are suppoited by vaiious appro|)iiations and gift funds as follows: 

Number of 

Fund Positions 

LC salaries and expenses 712 

i.c-NPAC (National Program lor Accpiisitions and Cataloging) 424 

Distribution of catalog caids appropiiation 498 

vSi>ecial Foreign Curiency Progiam 159* 
Working, gift, and other funds 



•Includes l<Kal pci sound. 
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MAJOR 
RESPONSIBILITIES 



The seven principal arens of rcsj^onMbility nssunied by the Process- 
ing Department may be sunnnari/ed as follows: 

Selection and Actjuisition of Materials. Formulating and adminis- 
tering acquisitions [Xjlicies and reviewing (for tonfonnity to acquisi- 
tions policies, fairness of price, and availability of funds) all 
reconuiiendaiions for additions to ilie Library's permanent collections; 
acquiring books and other* library materials by. gift, copyright, pur- 
chase, exchange arrangement, transfer from other government agencies, 
and provision ol state and federal law, and selecting items to be added 
to the permanent collections from these sources. 

Administration of Overseas Field (>]>€rations. Administering the 
overseas field operations established under the National Program for 
Acquisitions and Cataloging (npac) and under Public Law 83-180 (the 
Agricultural Trade Development and Assistance Act of 1951), as 
amended by Pul)li( Law rt.')-!)^ I, Section KM (n). 

Cataloging, Classifiratlon, and Preparation of Materials for Use, 
Developing and maintaining ndes ol cataloging, subject headings, and 
the Library of C.ongiess and Dewey Decimal schemes of classification; 
cataloging, classif>ing. and otherwise piepaiing the publications which 
are accjuircd lor use by the (longicss, lederal agencies, libraries, and 
the general public. 

Bibliographic Control. Pro\i<ling information on material^ in 
process or pieviously cataloged by maintaining and searching such rec- 
ords ,:s the Prcxess Infoimanon Kile and the Serial Record, general 
public card catalogs, the Official Catalog, spcK:iali/ed caid catalogs, and 
the MARC data base. 

Production and Distribution of Cataloging Information. Pioduc- 
ing and distributing through the scl f-snpiwiing Cataloging Distribu- 
tion Ser\ice cataloging data in the foim of marc tap'es, pioofsheets, 
technical publications, the book catalogs which conuibute to the Amer- 
ican national bibliogiaphy, and piinted catalog caicis to subscribers. 

Automation of Bibliographic Control. Developing and implement- 
ing s) stems foi cieatinganci usint^ cataloging data in machincreadable 
form foi the Librae and it,s community of users; contributing to the 
de\elopmcni ol a coinputcii/ecl national I)il)liogiapliic netwoik thiough 
foimulaiion of standaicis, clisti i[)Ution ol name and subject authority 
data, and managcMuent ol <ooperati\e |)iojects iiuenclecl to build a 
national data base in machine-ieadable loini. 

Research in Technical Processes, (^oiichic ting leseaich in catalog- 
ing, classification, subject anahsis of libraiy documentaiy materials, 
and related technical processes. 
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OFFICE 

OF THE 
DIRECTOR 

The director of the Processing Department is responsible fov plan- 
ning and coordinating the activities ol the department, Thice assistant 
dircctois work with the director in cariying ont the principal functions 
— acq ni sit ions and oveiseas operations, cataloging, and piotossing seiv- 
ices. The technical and executive officers report (lirectly to the director, 
as do the chief of the Mvrc Development Office, the head of the Na- 
tional Union (^italog Pnhlitation Project, and the thief of the Techni- 
cal Processes Research Office, 

The MARC Development Office develops and implements all 
aspects of systems for lecording cataloging data in machine-readable 
form (^MARc), for using those records to produce book catalogs, special 
listings, and other |)rintcd ontpiu. and for developing on-line applica- 
tions of these letoids to internal bibliographic controls. The office also 
pla)s a major lole in developing national and international standards 
for automation of bibliographic records for all ty|)es of material. 

The National Union Catalog Publication Project was established 
in \%7 to edit for publication the National Union Catalog of pre-1956 
imprints, a file of appioximately 20 million catalog cards reporting 
holdings of works published before 195(5 in the Library of Congress 
and over 1)00 major U.S. and Canadian libraries This has resulted in 
the Xational Union Catalog: Prc-IO'ih Inijmnts, the largest hibliogra- 
ph) ever mulertakeu. The completed main set will contain around 600 
volumes. 

TUf^ Technical Processes Research Office plans and administers in- 
vestigations of the Librarj's methods of catalog control, such as descrijv 
tive cataloging, classification, subject analysis, indexing, and file 
arrangement, with six*cial emphasis on how automation may affect 
them. Tlic office designs studies to evaluace the individual methods in 
the context of catalog control as an integrated piocess, to suggest im- 
provements, and to provide a sound basis for amomating these func- 
tions. 
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OFFiCE 

OF THE 
DIRECTOR 



The (liiec tor of the Proc essiiig Dcpai tineni is icsj)onsiI)le for plan- 
ning and (ooidinaiing the ac tivities ol ilic depai imcni. T hicc assistant 
(Hiectois work with the divectoi in carrying out the principal func tions 
— accju'siiions and overseas o[)eraiic)ns, cataloging, and processing serv- 
ices. The technical and executive officers report direc tly to the director, 
as do 'he chief of the marc: Development Office, the head of the Na- 
tional t^nion (Catalog Publication Project, and the chief of the Techni- 
cal Prc>cesses Researc h Offic e. 

The MARC Development Oflice develops and implements all 
aspects of systems for recording cataloging data in machine-readable 
form »\iARc:). for using those records to produce l)ook catalogs, spec ial 
listings, and other printed output, and for developing on-line applica- 
tions of these records to internal bibliographic controls. The office also 
pl.i\s a major lule in developing national and international standards 
tor automation of bil)lic)grap]iic* rec ords for all types of material. 

The National Union Catalog Publication Project was established 
in 1967 to edit for [)ublicaticm the National Union Catalog of pre- 1956 
imprints, a fde of a[)|>roxirnateIy 20 million catalog cards reporting 
holdings of works pnl>Hshed before 1956 in the Library of Congress 
and over 600 major U.S. and Canadian libraries. This has resulted in 
the Xational Union Catalog: Prr'J9'>6 Imprints, the large.st I)ibliogra- 
phy ever undertaken. The completed main set will contain around 600 
vohunes. 

The Technical Processes Research Office plans and administers in- 
vestigations of the Library's methods of catalog control, such as descrip- 
tive cataloging, classification, subject analysis, indexing, and file 
arrangement, with special emphasis on how automation may a fleet 
them. The office designs studies to evaluate the individual methods in 
the context of catalog control as an integrated process, to suggest im- 
provements, and to [)rovide a sound basis for automating these func- 
tions. 
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Office 
of the 

Assistant Director 
(Acquisitions and Overseas Operations) 

The assisiaiii director (ac(|uisitions and overseas operations) super- 
vises the Exchange and Gift, ()ider, and Overseas Opeiations Divisions 
and the Selection Office, whi(h are engaged in the selection and 
acquisition of library materials and i)il)liographic information. He re- 
views the Li!)rary*s policies and tcx)idinates its activities in the areas of 
acc|uisitioiis and overseas operations. 

Libraiy mateiials a\ailai)le by means other than purchase are ob- 
tained by tiie Exchange and Gift Division, The division Requires an 
average of 5 million items annually through its various progianis, in- 
cluding exchanges with over 12,000 institutions throughoiu ilie world, 
gifts from individuals and organizations, and receipts imder s]Xicial 
piovisions of the law, such as publications issued by the Suj>erintend- 
ent of DocinneiHs ((ioverinnent Printing Office) , Uiose de]X)sited under 
copyright regulations, and those tiansferied from other government 
agencies. The exchange piograni centers on reciprocal arrangements 
with goveinincinal oigaiii/ations and scholarly institutions. Special 
collections such as peisonal pa])ers and manuscripts are pioniinent 
among the gifts. TIic accpiisition ol U.S. federal ancl state pul)lications 
entails ie\iew ancl selection of such publications foi permanent reten- 
tion by the Library and the piepaiation of two publcations, the 
Monthly ChecJdisi of Sldlr Piibli(<ilion\ and the Xon-ClPO Imfninis 
checklist (annual). The di\ision is also lesponsible for the custody and 
disposal of all suiplus mateiials. 

The Order Division purchases mateiials added to the Library's 
^ collections as well as publications lecpiired foi priced exchange ar- 
langeincuts with loieign institutions. 1 he division pinchases mateiials 
from allotments in\^\ei 10 appiopiiated gilt and trust finids, lias estab- 
lished more than 250 blanket orders to acquire cuiieiitly publislied 
monographs ancl i elated mateiials, and maintains approxiiiiatel) 55,000 
subsciiption oideis foi peiiodicals and otiiei seiials published through- 
out the world, I lie division deals with moie than 5,(K)0 book dealers, 
pid)lisliers, and othei siipplieis, accpiiiing approxiniatel) a million 
pieces each \ear with payments exceeding 52.5 million. 

The piincipal evaluations officei ie\iews piices quoted for the 
nioio e\iKnisi\e items to bo ordered, evaluates the gifts to the Libiary, 
lecomniends insurance values on materials lent b) the Libiary, and 
pi o\ ides otliei leleience services to appiopiiate offices. 

The Libiar)\ foreign field operations, establisiied under npac and 
the Special Foieigii (an rem \ Progiam, aie administeied b) die Over- 
seas 0[>erations Division. I he lattei piogiam utilizes lJ..S.-owiied excess 
foreign cmieucics to h\\) and distnbute multiple copies of new fouign 
publications foi LG and scmie thiee do/en othei Amciifan leseaich 
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CENTERS 



Th« Hagua 




Wlaabadan* 




HPAC 

REGIONAL ACQUISITIONS 
OFFICES 

I 



SPECIAL 
FOREIGN CURRENCY 
OFFICES 



Rio da Janairo* 




Nairobi* 




•arcalona 



* Amtrtcan dald dirtctor in rtsidanca 
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lilmnies (appioxiinateh MJOO.OOO pictcs aniiiialK). Under npac the 
LibiaiN is ies|)()nsi!)!e loi the lapid aaiiiisitiou and caial()^i;in<» of 
iin|X)rtaiu (iiuciu lil)iai\ uiateiiaK pnhlishcd ihioiigliom the world. 

The Selection Office evainiues iiuoiniiig lx)()k, pamphlet, and se- 
rial material (except those in oiienta! Ia!i^j[uas;es) and decides which ti- 
tles and how nrany copies shonki he added to the permanent collec- 
tions of the Libiarv. deteimiues the {\\k' of processing to be ,<;iven. and 
assigns appropiiate cataloging piioiities to those items which will 
receixe fid! Lihiar\ oi Congress piinted caul cataloging. Moie than 
(HKMKH) books and pamphlets and \H {){){) mw seiial titles aie leviewcd 
each \ear by the Selection Office. 



SELECTION OFFICE 



SELECTION OFFICER 



Aultlanl 
S*t*ctlon Oftictr 



Aislstani lo th« 
S«l«ction Offic«r 
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.CATALOGING INSTRUCTION OFFICE, 



CHIEF iNsmucTon 






StcraUry 


DEPUTY CHIEF iNSTPIUCTOn 







-DECIMAL CLASSIFICATION DIVISION. 



Attittant Editor 



EDITOR AND CHIEF 



Editorial Rtvitvr 



Editorial AttUlant* 



Dacimal Clauificatlon 
Sptcialittt 



Attlttanl Chiaf 
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Office 
of the 
Assistant Direc^tor 
(Cataloging) 

The assistant director (cataloging) supervises the Descriptive, 
Sliared, and Subject Cataloging Divisions, the Decimal Classification 
Division* the marc Editorial Di\ision, and the Cataloging Instruction 
Office, which are engaged in the seaidn'ng, cataloging, classifying, and 
snject heading of titles added to the collections; the conversion of 
cataloging information into machine-readable foun; and the formal 
instruction of employees in cataloging policies and procedures. 

The Cataloging Instruction Office provides internal instruction 
throngh courses in caialoging, sea idling, and filing as a means of devel- 
oping staff in the PrcKCssing Pepartment and other departments of the 
Library for professional and para professional assignments and of im- 
proving |x;rfoiinante in present assignments. 

The Decimal Classification Division develops, revises, and prepares 
for publication the Dexiny Decinuil Classification in fid I and abridged 
editions; achises on the piepaiation of s|K'cial editions and transla- 
tions; classifies titles in the major western Kuropean languages accord- ^ 
ing to the Dewe) system; and provides guidance, on a worldwide basis, 
in the interpretation and use of the system. 

The Descriptive Cataloging Division seaiches materials in all lan- 
guages; prepaies pieliininary (atah)g entries for ivorks new to the 
collections; deteiiiiines the authorship of materials, and prepares the 
part of the catak)g entr\ concerning the l)ibhogiapliic and physical de- 
scription of a work and the name and title entries recpiired to locate a 
work in the catalog; develops and !e\ ises the cataloging rules and ro- 
mani/ation schemes uiuler the supervision of the assistant director (cat- 
aloging) and in cooperation with other authors of the cataloging code; 
and piovicles final intei pi etation of cataloging lules and policies for all 
divisions involved in descriptive cataloging foi printed cards. 

riie MARC Editorial Division conveits cataloging data to ma- 
' bine leadable form; maintains the Lil)iai)'s niachiiie-ieadable files of 
cataloging data; piepaies, tiansc rii)es, pioofs, conects, and verifies cat- 
aloging data foi input to a stoie of app!<)\ed machine-ieadable cata- 
loging lecoids; updates the IJI)iai\'s mac hine leadable cataloging files 
to reflect the most cinient data; de\elops clata-con\eision rules and 
piocechnes foi marc, rccoicls; and maintains statistical lecoids concern- 
ing the piocessing, giowtli, and maintenance ol the Libiaiy's niachine- 
rcaclal)le cataloging files. 

The Shared Cataloging Division seaiches materials !ecei\ed from 
the IJbiaiN oi (^oiigicss m»\c. cneiseas centeis oi otliei npac: sources of 
supph, adapts bil)hogMpliic cat«dogiiig infoiiiuition icc ei\ed hom var- 
ious foieigii national bibliogiapliies, and deterniiiies the main and 
added entiles foi new woiks. 1 he diNision also iecei\es order slips 
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DESCRIPTIVE CATALOQINQ DIVISION 



Secretarial 
tiatf 



Chl«( 



Afttittanl ChUf 



Principal 0«tcrlpliv< 
Calalo9«r & Slatf 




Praliminary 
Catalof inf Section 



CIF» Ottic* 



Englith LanQuaf* 
S«cti«n I 



English Languaga 
Stction M 



English Languaga 
Stctlon III 



Gtrmanic Languagat 
Saclion 



nomanct Languagat 

Saclion 



Slavic Languagat 
Saclion 



Mitcallanaous Languagat 
Saction 



Far Ea5lern 
Languages Saction 



South Asian 
Languages Saclion 



il 
It 



Music Section 



Audiovisual 
Section 



Manuscripts 
Section 
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horn ((H)pcM»uin<i; UMMnh libraiies. scMKhos ihcin lo (leicMinine iheir 
Maius. iiuii,uc's oulciN (oi llu» uoiks noi ahead) in ihc Libian ol (Ion- 
^ics> or on ()i(k*i. and nuuniains attjuisiiion (oniio) files of publica* 
tiouson Older, ie(ei\ed»()i in i)U)(css. 

The Subject Cataloging Division develops, revises, and ]>ul)lishes the 
l.ihian ol (Ion<»iess ( lassifuaiion s(he(hiles and suhjet i hea(hiii»;s list: 
aj)plies these two (oniiol insiinnienis to all uoiks being added to the 
I.ihian's classified colleuions <e\(e])i maps and iiinsii): and ai)j)lies 
Mibjc(t headings to diildien's liieiaiuie and piovides annotations for 
such woiks. The di\ision also niaiiiiaiiis the .Shelflisi, the Lil)iar\'s per- 
niaiient iiivenion letoul, in ( lassed oidei, ol all woiks in the (hissified 
col Ice lions. 



-MARC EDITORIAL DIVISION- 



AiminitlralWt Attltttnt 



S«cr*l»ry 



CHIEF 



ASSISTANT CHIEF 



MARC FILE MANAGEMENT 
SECTION 



DATA PnEPARATION 
AND 

VEniFiCATION SECTION 



Ktyboar^ing Unit 



QUALITY CONTROL 
SECTION 



COMARC 
Proi«cl 
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from ( oopei.itini; rt'stMiih lihr.nies, stMiiIics tlu*in to (leiciniiru their 
status, initiates oidos loi tin* \vurks not ahea(l\ in the Library ol Con- 
.i»rc*ss or on ohUm. and maintains a(i|uisiti()n control files oi publica- 
tions on order, received, oi in pioccss. 

The Subject C!atah)ging Division deveh)ps, revises, and piibh'shes the 
Ial)rar\ {)t (]oni»r<*ss i hissifu ation sclieihiles aiul sul)je( t hea(Hn<'s list; 
apphes these two toniro! insliunu'nts to all ^vorks beinj; achled to the 
Libraj\\ classified (oHettions (extept maps and musi(); and appHes 
subject heacUni^s to (hihhen's literature and provides annotations for 
such woiks. ] he (H\ision also maintains the Shelllist, the Lii)rai y's per- 
manent inventorv recoid. in classed order, ol all ^vorks in the classified 
collections. 



MARC EDITORIAL DIVISION 



Adminlslrallvc Assistant 
Secretary 



MARC FILE MANAGEMENT 
SECTION 



DATA PREPARATION 
AND 

VERIFICATION SECTION 



CHIEF 



ASSISTANT CHIEF 



Keyboarding Unit 



QUALITY CONTROL 
SECTION 



CCMARC 
Project 
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PROCESSING MARC RECORDS, 



Input 

workthMt 



(ntcords A 



ProcMslng 
via conttnt 



C 







ProcaMiny via 
format 
rtcoflnilfon 












Nasidual 
racord 
variflar 







Corraction 
kayad 



X 



Nacord \v 



corract ^ Yaa 










Addad to 
masfar 
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SHARED CATALOGING DIVISION 



CHIEF 
ASSISTANT CHIEF 




S«crtttry to tK« 
Chitf 




1 

1 
1 




S«crtt«ry to Iht 
Asflttvnt Chitf 



















ENGLISH LANGUAGE 
SECTION 




DUTCH.SCANDINAV1AN 
LANGUAGES SECTION 






FRENCH LANGUAGE 
SECTION 




QEnMAN LANGUAGE 
SECTION 



ITALIAN/SPANISH 
LANGUAGES SECTION 



JAPANESE LANGUAGE 
SECTION 



SLAVIC LANGUAGES 
SECTION 



•ItLIOGRAPHICAL 

SECTION 
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SUBJECT CATALOGING DIVISION 



Principal Subject 
CaUlog«r 



CHIEF 



ASSISTANT CHI£F 



Adminrttrativt 
Svcratary 



EDtTOniAL SECTION 



HUMANITIES 
SECTION I 



EDITOR OF 
SUBJECT 
HEADINGS 



HUMANITIES 
SECTION II 



EDITOR OF 
CLASSIFICATION 
SCHEDULES 



SOCIAL SCIENCES 
SECTION 



ASIAN 
MATERIALS SECTION 



Specialist 
In Law Clatsiflcallon 
and Profattional Assiatanta 



Sacratary lo tha 
Assistant Chiaf 



UW SECTION 



SHELFLISTING 
SECTION 



LIFE SCIENCES 
SECTION 



PHYSICAL SCIENCES 
SECTION 



CHILDREN'S 
LITERATURE SECTION 



Qanarat Unit 



Sarlalt and 
Social Sciancaa 

Unit 



Languaga 
and Litaralura 

Unit 



Shalfllst 
Sarvlcaa Unit 



^ Law Unit 
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Office 
of the 
Assistant Director 
^ (Processing Services) 

The assistant director (piocessing servi(es) supervises the Catalog 
Publication, Catalog Management, Cataloging Distribution Service, 
and Serial Record Divisions, which are engaged in the compilation and 
editing of the book catalog>, the sale and distribution of bibliographic 
data, the management and maintenance of the card catalogs, and the 
recording and cataloging of the Library's serial leceipts. 

The Catalog Management Division plans, organizes, and main- 
tains the general card catalogs of the Library, vhich contain over 50 
million cards. These include the Main Catalog, General Serials Catalog, 
Official Catalog, Annex Serials Catalog, National Union Catalog of 
Manuscript Collections, Far Eastern Languages Catalog, Law Catalog, 
\fusic Catalog, Catalog of Juvenile Books, and other sixjcial card cata- 
logs as assigned. The division also prepaies card catalog entries for spe- 
cial catalogs and files maintained by other divisions of the Library, co- 
ordinating them with the Library's general card catalogs; plans the 
striictiiie of and edits the Library's general card catalogs, develops rules 
for their organization' and aids for their use, and provides for their 
physical growth and development; maintains statistical records concern- 
ing the content and giowtli of the Library's general and s|Xicial card 
catalogs; and |)ro\ides reference service concerning the receipt and lo- 
cation of materials in the Library through its Process Information File. 

The Catalog Publication Division plans, compiles, edits, and pre- 
pares for publication the compiehcnsive book catalogs which form the 
National Union Catalot^ and other Library of Congiess book catalogs, 
including Subject Catalog (formerly Boohs: Subjects); Music, Books on 
Music, and Sound R(cordings (formerly Music and Phonorecords) ; 
Films and Other Matotah for Projection (formerly Motion Pictures 
and filmstrips) ; the National liegister of Microform Masters: Ncxvspa- 
pers in Microform: United States; Xexespapers in Microform: Foreign 
Count)ies (foimeih Xexvspapets on Mu)ofilm) \ Symbols of American 
Libraries; Libtary of Congress Xamc Headings xvith References; Mono- 
graphic Seties; and Chinese Cooperative Catalog. The division edits 
and prepaies foi publication niisceraneous catalogs and indexes in co- 
operation with other divisions of the Libvaiy, by arrangement with 
other goveriimeut agencies, and b) contiact with professional oigani/a- 
tions or conimeicial publishers; acts as the official liaison with other li- 
braries on matteis relating to the lecpnrenients foi repoiting to the Na- 
tional Union Catalog; and serves as a clearinghouse for microfdming 
programs and for the development of national registeis of certain mate- 
rials. 

The Cataloging Distribution Service Di\ision has cards printed 
and supplied to the Library of Congress and other libraries; sells bib-' 
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CATALOG MANAGEMENT DIVISION 



CHIEF 




S^cratary to tha 
Chlaf 




1 

1 

1 


ASSISTANT CHIEF 




Svcrata^y to tha 
Aaalatant Chiaf 



CARD PROOF 
EDITOniAL 
SECTION 



CARD PnEPARATION 

SECTION 




CARD CATALOG 
EDITOniAL SECTION 



Card Praparatlon 

Unit 



_| Arranglnfl and 

Distributing Unit 



— Main Catalog Filing 



Otticlal and Procaas 
Rl« Filing 



Additions and 
Corraclions Unit * 



Procass 

Information Fii« 



Law Library Filing 



* Tha Additions and Corraclions Unit continues undar tha Filing Sactton 
until ttM Card Catalog Editorial Section is organlzad. 
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CATALOG PUBLICATION DIVISION 



PrincIfMl Editor — 



CHIEF 






Adminialrativ* AMlatant 
AdmlnlaUativ* S«cr*lary 
Aulatant S»cr«tary 


ASSISTANT CHIEF 







Nuc conthol 

SECTION 



NLC EDITOniAL 

SECTION 



NUC PUtLICATION 

SECTION 



SPECIAL CATALOGS 
SECTION 



C MaHntMtnc* 

Unit 



Editorial Compoalng 
Unit 



I— SMrchlnff Unit 



n«f lat«r of Additional 
Locatlona Unit 



— looka: Subjact Unit 



Mualc and Film and 
Spaclal Profacta Unit 



Microform 
PuMIcationa 

Unit 



Production Unit 
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CATALOGING DISTRIBUTION SERVICE DIVISION 



Chl«( 



AdminUtralivt 
A««i«t4fii 



Fiscal 

Stction 



Cuatomar Sarvicas 
Section 



Automaltd Data 
Procataing Offica 



Managar 



Programminf 
Saction 



Card Diatribution 
Saction 



Shipping and 
nacaiving Saction 



Optrationt 
Saction 



Accounta 
nacalvabia 

Unit . 



Corraapondanca 
and 

information 
Unit 



Subacrlbar 
Accounta 

Unit 



Bibliographic 
Inquiry 
Unit 



Card 

Control 
Una 



Card 

Drawing 

Unit 



Publication 

and 
ProofthMt 

Unit 



Macaiving 
and 

Supply 
Unit 



Computar 

Unit 




Wrapping 

Unit 



Card 

Production 
Unit 
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liograpllic data in the form of iMOofsheets, printed cards, machine-read- 
able la|K's (MAR( book (atah)gs, and technical publications to libraries, 
learnecl societies, piolessional institutions, government agencies, private 
institutions, and coopeiative and connneicial piocessing centeis; main- 
tains the master bibliographic data base for the sale of all of the 
Library's cataloging; and maintains complex card and machine files to 
control and access this data base. As the business has l)ecome more 
complex, the division has developed unic]ue mechanized and auto- 
mated teclinicjues and ecjuipment. It is the first source of most of the 
cataloging informmion in the United States and must always be the 
court of last resort for seldom used records. 

The Serial Record Division maintains the recoicl of the Library's 
seiial !io!clings in the Roman, Greek, Hebraic, and Cyrillic alphabets 
(exclusive of newspapers) receives about (),()()() serials each working clay 
which aie searched, recorded, and distributed or circulated to the pub- 
lic refeience divisions, to the unclassified collections, or to more than 
100 units in the Libraiy; catalogs aiouncl 12,000 titles annually; lists 
all new titles in Xnc Serial Titles, a union list; and provides reference 
seivice in i espouse to cjuestions from within the Libraiy and from 
other government agcnne^ which can be answered from its files. The 
National Serials Data Program Section functions as the U.S. national 
center in the International Serials Data System, a network of control 
centers iesponsd)le for the legistration of seiial publications and the 
exchange of data about seiials through the pieparation of standardized 
bibliogiaphic descjiptions which highlight the International Standard 
Seiial Number (i^sn) and a unicjue "key title." 





SERIAL RECORD DIVISION. 



Chitf 







Sacrtttry to tht 


Staff AMittant 




Chitf 


to tht Chitf 




1 

1 


Atsittant Chltf (Mtntgtmtnt) 




1 
» 


Attitttnt Chltf (NtttontI 




S*crtttry to tht 


•nd lnt«fnttlontl Op«rttlon«) 




Atticttnt Chltf 



CATALOGING SECTION 



NATIONAL 
SERIALS 

DATA 
PnOGHAM 



PnOCESSiNG AND 
nEFEnENCE SECTION 



NEW SERIAL TITLES 
SECTION 



Sotting Unit 



Acctttloning Unit 

\ 



Sttrching tnd 

Vltibit Filt 
Ctttloging Unit 



EditoritI 
tnd Rtftrtnct 

Unit 



Mtlftttntnct Unit 
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Publications 
Prepared 
by the 
Processing Department 



Office of the Assistant Director (Cataloging) 

Cataloging Service 
Catalog Management Division 

Filing Rules for the l)i<tionary Catalogs of the 
Lil)rary of Congress 
Catalog Publication Division 

Films and Other Materials for Projection 

Chinese Cooix*rative Catalog 

Libiar) of Congress Name Headings with References 
Monographic vSerics 

AMusic, Books on Music, and Soimd Recordings 
National Register of Microfoim Masters 
National Union Catalog 

National Union Catalog — Register of Additional Locations 

Newspai>ers in Micioform — Foreign Coinitries 

Newspajws in Microform — United States 

Subject Catalog 

Symbols of American Libraries 
Decimal Classification Division 

Decimal Classification: Additions, Notes, and Decisions 
Dewey Decimal Classification (Abridged and Unabridged) 
Descriptive Cataloging Division 

National Union Catalog of Manuscript Collections 
Exchange and Gift Division 

Monthly Checklist of State Pnblications 

Non-CPO Imprints Received in the Library of Congress 
MARC Development Office 

Books: A marc Format 

Conversion of Retiospective Cataloging Records to Machine- 
Readable Form: A Study of the Feasibility of a National 
Bibliogiaphic Service 

Films: marc Format 

Information on the marc System 

MARC User Survey 

Nfannscripts: A marc Format 

National Aspects of Creating and Using marc/recon Records 
Order Division Automated System 
RKCON Pilot Pioject; Final Report 
vSerials: A marc Format 
The MARC Pilot Project; Final Re|X)rt 
National Union Catalog Publication Project 
National Union Catalog: Pre-lOSO hnprints 





PROCESSINC DEPARTMENT ACTIVITIES 



Shartd 

Catiloging 

Divitlon 



Purchast 



Ordtr 

Division 



Exchangt 



Govtrnmtnt 
Sourct 



S«l*ctlon 
Offict 



Exchangt 

and Gift 
Division 



Copyrighl 
Dsposit * 



Dtscriptivt 
Cataloging 

Division 



Strial 
Htcord 

Division « 



{Monthly 
Chscklist 
of Stats 
Publications 



Non-GPO 
Imprints 
Rscsivsd In LC 
A Sslsctivs 
ChscMist 



Nsw 

Ssrial 
Titiss 



Library of 
Congrsss 
Classification 
Scl)sdul«s 



* Ssltction of matsrials dons hsrs. 
' Includss CIP and ABP books. 

This chart do«s not includs nonbook or Orisnlal matsrials. 
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MaUrialt 

«..•-.... Catato^lnff Information 

LC Publicatlont 




LIkraryof 
C«ngr«M 
Subject 
H«a4fn9t 
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Overseas Operations Division 

Acce^Jiions List — ^Bangladesh 
Accessions List — Eastern Africa 
Accessions List — India 

Accessions List— Indonesia, Malaysia, Singapore, and Brunei 
Accessions List — Middle East 
Accessions List — Nepal 
Accessions List — Pakistan 
Accessions List — Sri Lanka 
Serial Record Division 
New Serial Titles 

New Seiial Titles — Classed Subject Arrangement 
Subject Cataloging Division 

Library of Congress Classification— Additions and Changes 

Library of Congress ClassificaMon Schedules 

Library of Congress Subject Headings 

Library of Congiess Classification Outline 

Subject Headings: A Practical Guide 

Subject Headings for Children*s Literature 

Supplement to Library of Congress Subject Headings 



\ 
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Processing Department 
of the 
Principal Staff 



OFFICE OF THE DIRECTOR 

William |, Welsh, Director 

Glen A, Zinimcrniaii, Execiuive Officer 

Thomas R, Harms. Technical Officer 

Joan C. Van Blake» Kxecniivc Assistant 

Kim Kxecmi\e Assistant 

Grace E. Hall, Office Manager 

Lucietiu E. Tnrpin, Secretary to the Director 

Katie R. Reines, Assistant for Personnel and Statistics 

Barbara P. Williams, .Secieiary to the Execinivc Officer 
MARC Development Office 

Henrieiie D. Avram, Chief 

Lncia |. Rather, Assistant Chief 
National Union Catalog Publication Project 

Johannes I.. Dcwion, Head 

David A. Smith, Assistant Head 
Technical PnRX'ssejj Research Office 

Jolin Rather, Chief 

OFFICE OF THE ASSISTANT DIRECTOR 
(ACQUISITIONS AND OVERSEAS OPERATIONS) 

Edmond L. A|)|>lebainn, Assistant Director 

Robert A. Davis, Assistant to the Assistant Director 

Sara H. Layion, Secretary 
Exchange and Gift Division 

Nathan R. Einhorn, Chief 

Peter H. Hridgc, Assistant Chief 
Order Division 

Rol)eri C. Sullivan, Chief 

Jennifer V. Magnus, Assistant Chief 
Overseas O|)eran'on5 Division 

Frank M, McCiowan, Chief 

Peter de la Gar/a, Assistant to the Chiol 
Selection Office 

Jean B. Nfei/, Selection Officer 

Donald W. W^oolery, Assistant Selection Officer 

OFFICE OF THE ASSISTANT DIRECTOR 
(CATALOGING) 

Joseph H. Howard, Assistant Director 

Robert M. Hiatt, Assistant to the Assistant Director 

Bridgetta C. Jenkins, Secretary 




Processing Department 
of the 
Principal Staff 



OFFICE OF THE DIRECTOR 

William J. Welsh, Director 

Glen A. Zmimeiman, Executive Officer 

Thomas R. Barciis, Technical Officer 

Joan C. Van Blake, Executive Assistant 

Kim Executive Assistant 

Grace E. Hall, Office Manager 

Liicretia E. Turpi n, Secretary to the Director 

Katie R. Reiiies, Assistant for Personnel and Statistics 

Barbara P. Williams, Secretary to the Executive Officer 
MARC Development Office 

Henriette D. Avram, Chief 

Lucia J. Rather, Assistant Chief 
National Union Catalog Publication Project 

fohamies L. Dewton, Head 

David A. Smith, Assistant Head 
Technical Processes Research Office 

John C. Rather, Chief 

OFFICE OF THE ASSISTANT DIRECTOR 
(ACQUISITIONS AND OVERSEAS OPERATIONS) 

Edmond L. Applebaum, Assistant Director 

Robert A. Davis, Assistant to the Assistant Director 

Sara H. Layton, Secretary 
Exchange and Gift Division 

Nathan R. Plinhorn, Chief 

Peter H. Bridge, Assistant Chief 
Order Division 

Robert C. Sullivan, Chief 

Jennifer V. Magnus, Assistant Chief 
Overseas Operations Division 

Frank M. i\fc(;o\van. Chief 

Peter de la Garza, Assistant to the C:hicf 
Selection Office 

Jean B. Nfetz, Selection Officer 

Donald W. Woolery, Assistant Selection Officer 

OFFICE OF THE ASSISTANT DIRECTOR 
(CATALOGING) 

Joseph H. Howard, Assistant Director 

Robert M. Hiatt, Assistant to die Assistant Director 

Bridgetta C. Jenkins, Secretary 




Cataloging Instruction Office 

Edith Scott, Chief Instructor 

Susan B. Arainayo, Deputy Instructor 

Decimal Classification Office 
Benjamin A. Custer, Chief 
Edna E, Van Syoc, Assistant Chief 

Descriptive Cataloging Division 
Elizabeth L, Tate, Chief 
William R. Huntley, Assistant Chief 

MARC Editorial Division 
Barbara J. Roland, Chief 
Margaret Patterson, Assistant Chief 

Shared Cataloging Division 

Nathalie P. Dclougaz, Chief 

Hugo W. Christiansen, Assistant Chief 

Subject Cataloging Division 
Edward J. Blume, Chief 
David G. Remington, Assistant Chief 



OFFICE OF THE ASSISTANT DIRECTOR 
(PROCESSING SERVICES) 

Robert R. Holmes, Assistant Director 

Paul M. Hibschman, Assistant to the Assistant Director 

Irene C. Kellogg, Secretary 
Catalog Management Division 

Barbara M. Westby, Chief 

Patricia S. Hines, Assistant Chief 
Catalog Publication Division 

Gloria H. Hsia, Chief 

Kay F. Wexler, Assistant Chief 
Cataloging Distribution Service Division 

Paul E. Edlund, Chief 

John J. Piz/.o, Assistant Chief 

James L. Stevens, Nfanager, Automated Data Processing Office 
Serial Record Division 

Joseph \V. Price, Chief 

Robert D, Desmond, Assistant Chief 
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